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Eheeimportance of the Rrocess of Seiectlng,Faculty - ;;f. o /f' 'd
P : . e
e e S e SR Sl - R T SVl St ettt
! ' S There is humor 1n the follow1ng sta&ement to the extent that the
Ne. S ' & + : S
\\ T process of selectlng members of the faculty 1s 1mportant '} B ’
- - : %4 o f;-';vil...the 1ast opportunlty to change a collegg is ;,.%‘
‘ - -the day.beforé the first fa«v'ty member ig ¢ 7
'huem.n.;(Bmmhdwl,p.' ' R e
Institutlons of hzgher educatzon arg '
. j‘ labor 1nten51ve. From ﬁhis fact "derlve" manv of'the\probiems- chai—'
) lenges and unique sources of strength of these 1nst1tutions.l‘4£abor
‘ 1ntenslve endeavors depend heavnly for success on the callber and . .
LN N '. \ ) ‘l‘ .‘ - -
- good 1ntentlon§ of the people 1nvolved in the central act1v1tlss.:5ib_p A
. .d.bf7: © is not" surprlslng then, to f1nd that- schol?rs of education emph351ze
_ N ; “the prlme 1mportance of th process by Whlch members of the faculty ,
Aare seiected for engagem'dt in educatlonal endeavors..-'if
. No'déclsif’ 1nvolved in the governance of al; R
r o - college..iaffect the quality of: the educa-
- ,tlonal pyogram\more. than those.that deter=
: akeup-of the faculty (Corson, p- 101)
. tea her se1ectlon is the FUlcTim on Whlch
iccess of the...edﬁcational system rests.
‘ e refniise;ecpgon procedures for 1nstruc— ‘3 .
.tors and professors are prerequisite to ful- <
" Tilling the mission of the institution.:: . PR
(Bornheimer, et &l, ps 117)
) %A centfal problem and challenge wideiy recognized is the finan-
s cial iﬁflé{y'illty that results from the high proportion of revenues
: "{-ﬂ. "+ that must be commited to salaries coupled with the 11m1ted abilities
‘ ' o increasé¢ productivity. - Less w1de1y recognlzed is the follow1ng
‘strength: Slnce the central endeavors of . those involved in higher
education are in, what may be termed broadly, the human development
o . field;. th’,heavy reliance on human resources and the dignity and
e "' liberty | ose individuals are (more or- léss) accorded, prov1des the

- grounding for eduGFlblonal values:

1T o T

l;fgl(;‘; ;tl.uﬂ»;;‘ ; fplésili :;fp. | v | E}lﬁ"
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. The Need for a—M”f

Al

selection practlces. The reason for thls llmltation may be due to.'

mIne, the qnanttty and tﬁoroughness of the 11terature on- the process

of faculty selectxon does not match what would be expected for a toplc,zigji'“'

of such recognlzed 1mportance., The ixterature pertainlng to faculty

selectlon, llke }-rays, provldes a V{EW of the skeieton of current-j:

unlversally the case.

When compared w1th the processes obtalnlng '

-and profe351onal enterprlses, the prevalllng;
. 'process of hlrlng faculty is amateurish and
", marked by the use of overly: subjectlve cri-—

“teria by Inexperéenced-department heads.

i ~-(Corson, p: 192) . R "h;:_a N

LTS

L employmentfby a flrm He maIntaIns that the se1ection of culty
o differs_from the selectlon of an empioyee. : 4_7 _ Jf%
' e ‘o < R . ‘.",i\"
weo " . The’ process 18 substantlafky Ideﬁéxcai inﬁf N
: - the concern of the decision-maker as to-the =
— . bésic qualltles of the individual,..; it is e
o : gimilar in terms of thé evaluation of the ,/~ o
AN - individual's’ tralnlng for the work to be under- /‘ Lo

;to the pnocess of faculty seiectIon. P o '_?—”

: taken; but it differs in terms of the appraisal /
\\ of the indiv1dual's goals and commltment..- /’
’ *(Gorson, pe- 101) :

ducted\examlnatlon of other iItératures on seiectton for adaptation

P
»

- . BN

2CorSon *utllnes his v:ew ofrthe prevaiiing processes on pages‘

190:191 ‘Othén outlines of current practices can.be found by '
referring to Borhhelmeraetsal pP. 118 1245 DIekager, Poort; Shawi"

T Unlver51ty of F1 '1da- and Knowles.

Thls\suggests that there is- much to be galned from a judlciously con- L

"55/;,§ﬁ&t Is,surpr151ng 1s that,\' f ' éﬁ?ﬁé have been able to deter—§C:;.'j?:

R i cafsaa draws é &Istxnctton between membershlp in. a faculty ‘and o N
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'}*‘:f1 * '*4"“_ e facuﬂ;ty select:;on, and the hterature;s pertalm.ng to- publlc school - v;;;‘;;f;;;:

teacher selectlon, busz:ness and government agencles,\ a more :.n-
. -

depth and comprehensrve modef for the sei:ectlon of facuity.
The term 'model' has mar.qr senses and uses. it Is often used .
X with the meamng 'proto-theory' or"pseudo-theory'* as In s::mtﬂ:a—
~ t:Ldn models" It :Ls often used w::.th the mean:.ng 'parad:l.gm' or '

v oo

' ':Ldealizatlon' It 1s often used in a way that m:.xes at least o ;_
‘e e - these two meam.ngs._' In th:.s paper the term is. used 1n the sense o
;' R _.-?' of Ideai:izatlon. The model developed is not to be taIcen too ;

‘ - - | - htera?c'l:y.r It is ot desxgned to be employed 1n cookbook fa:sh:Lon. .-
; '_; ' Rather,’ it is deslgned to hlghhght, schematlca]ﬂ.y, unportant
o ‘ var.lables and Interrei:atxonshlps among components of the seleotlon
process in order to provxde a hetn'lstxc deV'Lce to gu:tde those con— s . by

ductlng umque selectlon processes f::tted to um:que Instructxonaa: . - gg

needs and contexts. .- . - - LN o : Y

#i
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X
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First steps are not always the most difficuit Bor are they
j.._ﬂ. S ;'l always the mdst 1mportant. fBut w1thout them no one\ever gets anyb i
S ~ f‘.where (on foot) And lf we set ourselves 1n the‘yrong direction we P

waste energy and resources setting.our course aright. This~analogy ,#_

"applres to the selection process. A thoughtful and thoroughly cor-

-;'ducted pre-recruitment phase 1s of central impqrtance to the succ

of the selectipn process.

©; oy ;i RO

The purpose of this step is to determine néeds for“pgﬁitions to‘
- 4 C
' laccomplish 1nstitutiona1 aims. ' This requires a clear, nqncontrover—‘

sial statement of what the miss:on and goals of the educational

/

'endeavors are and documentation of. need from a planning unit. ‘ ,”5;}f,;fn‘

Step 2' nJob" Analzsi - :':_ . L

4Bolton lists three classes of situational factors that 1nfluence the
nature of a facuity posxtxon that require analysis.‘ In adapted form_
these are: (1) student and community characteristics, These 1nclude
'.‘>;such items as the 1nterests, attitudes, abilities, motivation, morale

o and prior learning of the. students, and the atmosphere of the community

[}
in regard'to the 1nst1tution. (2) Administration characteristics

- iﬁclude such 1tems as the orientation to. change, ability and Interests

_In supporting faculty, human relations and organizational Skllls.

o . T P : . 1 -
Y . . . -
Do v oo .

3The basic outline for the modei is adapted from Bolton: Refer

f ’ :

‘to Appendix 1 for an understanding :of the relatichship of the model.
selection process to other organizational functlonsé '

v
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(3) Goileague'characterlstlcs 1nc1ude such 1tems as general morale,vd

ingne g to aid new faculty

jnxatude,towardwnewcomers,and.ehange,

e

and w11i1ngness to plan programs eooperatlvely;_ . :;g

The second part of "job" anaiysxs con51sts of'a p051tlon ana1y51s.

. is to gather and analyze data about the

“4, % &7 The purpose of a specific position amalysis

'position to identify what is important to Tj

' -tpaching sutcessfully in that sjtuation,

. . identify how the important aspects can be

=TT 2

measured communlcate to prospectIve new: —

. posttion,- and infer what information might

.Hﬂ.fxghg't' 7'*. teachers the major and minor aspects of the D

'?,fﬁul ; 7 .be collec%ed to help predict...success...

»

+in the; ob.. (Bolton, P. . 5) -
Thls requires draw1ng heav1ly-on 1nformatlon from the evaluatlon

process.. fﬁ 1s Important to be nE1%her too- speciflc nor too gen~

) eral 1n developzng a posxtlon anaiysxs. The qualiflcatlons must be
demonstrably relevant,yet not so- restrlctrve as to foreclose the D

o exerclse of profe531onal Judgement. The analy51s shouid produce the

data for thé«scréen1ng~of appllcants and evaluatlon of candxdates.

The seiectlon package 1ncorporates, 1h documented form, the

3

resuits of the prev1ous steps. The package takes form around a ba31c o

\ L
time—table that speclfles the what who, ‘Whei; - where,.and how,of what

1s to oc ur. Aii informat1on, 1nc1ud1ng "salary rénge",leaving suf—

ficlent "degrees of freedom,ﬁ and aii form§ prepared for appliéhnts,

and candldates shouid be included at the approprlate poznts. ’Allh-d.
forms to be used by the selectlon grOUp shouid b{llncluded at the -

_ -

N ‘-..

- Tt Tt e e i X S

- G  RPR : mand F:tnai ReViews
. ¥ . ) I

" The entlre package should be submitted and c1rculated for

finaigehecks and rev151ons to 1nsure oompllance w1th afflrmative

-
L A

B

s 2 . . E 1.;; ‘vﬁ,- .
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The substance of thls phase s to engage in those efforts wh:Lch
fl
will produce a hlgh qua]:::tyl", diverse set of appl:Lcat:Lons from a]J..
'é_relevant populatlons.; The carefui: conduct of’ thn;s phase is part:.cu— _

: s;larly important in rela'glonshn:p to a:ffn-mat:we act:ton compl:.ance.-

e .’;Phases.r%pp;'
| 'Step 1%

f The screen::.ng process beg{}ns When all ellglble apphcatlons |
' haire been recelved.‘ The appllcatlons are stud:.ed to determ::ne which *
among them satlsfy' basic cr:Lter:.a.. When thls has been achleved those
\ .

..not quab:fy:tng shouitd be J.mmedlately notl.fied that ‘t‘hey have not’ been,- _

admtted to canchdacy for the positlon. The -:-ervolvement of 1nd1w.-_.

duals who are close to the pOSIt:LOn to be fﬂ:‘]:ed is partlcularlz,r

K

ilmportant here, ds 15 the 1nvolvemexrb of the :tndiva;dua]; who w111 be _‘
.the J.mmedlate supemsor of the person to be empil:oyed r;E‘he recommend:a-'_v_ _ |
_"tory role of those n.nvolved 1n this step should be made cfl:ear. 5‘ |

| Stepz-"”‘ ion to Candid '

. . *
A #

' :’_'_‘_, . : Those who ’do meet ba31c cr1ter1a are notlfled that they have been _-f«' o

(IR

e adm:l;tted to candxdacy for the posltion and the f\ﬁi range of materlals S =

2, A

support:mg the hxdxvxdua?l:'s candldacy is requested.
::_ o Mination of Candldates : PR

. ’ Lo e

b " When full documentatlon is rece:;ved 1t 1s a.nalyzed and evaluated o

< ._'?;QCCOI"d:Lng”’ to establlshed- guIdei:mes. The hst of pr:Lme c;and.ldates is” .

t'Quéllty' as used here may be defIned by such varlables as. 'num-.

e T — e —— 7 & @t c— gy ey & - °

ber of applicants meetlng ba51c qualifications, ' tnumber eof appl:Lcants

with substantlal strengths in required qaallflcation areas, ' etc. Sy o

i

€5)
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I o i‘omulated and the :Ln-person emmxnat:;on IS arranged. Tﬁe exam:.na—,;

-

tian prpeedes through those exammat:.on act::v:r.txes formuﬂ:ated m the o g

- select:.on package. ' g’
. : S . Step 4 _;Reference and Fr; _ ' . :
© . tnis step has as its atn the collection of all final iiforna= -
LT tn:on requn:red for the eVaﬂ:uation o'f the.- candldates; Summar.'y docu— 3
ments shoiil& be attached to the cand‘_v:dates’ fﬂ:es when all items- are .
cbrnplete. Such files mag'be termed 'eval:uatzon paciages' and form
T ) s After a%Ll the evaluation pac'kagels."' ave been prepared the'yafe

S systemat:.cally studled and evaluated. o S

’ F:.nal Revu.ew* ra.nd Censulteata;ens _
< IR kfter the evaluat:;on paekages‘have» been completed, the results'

are revIewed and the f::nafl: da;scuss:;ons and consu.ltat:.ons are held.

. .- - The resurb of these revxews and consuitatlohs are thé conclud:mg
.. step. . :
= ;. :
E L
. ‘ e N : e RS
V2 B R i SR A ’
: « o Lo ) 1
. '] ) * .. . B . o
\ ° '2' '; ;‘ : t_' "’ . :
. 9 R T R
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CoLe oo Appendix 2 . A

AR ;iiré-*fééfuitmeht fJiiai%é é—iiiaé'iinéé S
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.

. teaching “success. or -that gradés in professiomal educa-

, "o thssn.s 6f the' research stud:Les rev;.ewed T T, R
o ,appears t T

there .,i:s not sufficient evidence -to sup-

" port or reject the Hypothesis that the rumber 3
' . course3‘in professionafl: edutation” i@ &n indicator. of

g i Qe == = b ZEEIITTIT T

tion ‘cotirses: are J.ndicat’ors cf‘,teaching ‘Successs

It was determined that there'is a positive and, s:.g- -

-hlficant correlation between tHe, namber of subject .

matter courses taken,. grades in suhgect matter cou.rses, ,

The research evu.dénce showed ‘Eh’ ommu.nlcatlon

sic.lls such:as verbal abil:.ty, oral

.}

- The research finding . relative tg intelligence tést R

. '"scor,“-‘?,@?ﬁ?t "have endugh. consistency to_ support. thei .
.. . hypothesis that mte@i&ence scores can:be utilized ‘
o es predictors of teaching guccess.. = R ' : :

It appears. that, there is a pos:;tive but not. signi—

Ficamt 'relationship between successful teaching and.

.. the rumber of years of teaching experience. The rela—

tionship is strongest during the first years of.

— pt et i =

‘teacking experience and then decreases:: e 139.139)

_ Pmsom CRI'I‘EREA SR o

- .,_...it"appears that- age is.not a prediéter"ﬁér"; S

factor in successful ‘teaching. - However, there is"
substantial evidence to support the hypothesis. that
g faculty should be kept balanced :m terms of age of

.v the teaCherﬁo . ‘;, -

It appears t’hat there 1s not sufficient research .

teach:mg successy - -

- ship between health and’ teachlng sucecess:

= e e <

The research ev:rdence strongiy supported the hypo-

thesis _that teachers -should be sef!:ected from a broad

~ and diverse geographical background or residence; -

- It was ‘determined that there.is little relation-; SR

' It appears-that marital status is. not a determ::ning |

‘" fagtor in teaching success unless the position of

be:.ng married; single, divorced, or. widowed. 1is pro- . RS
ducing emotional tu.rmoil witha.n the md.iv:.dual‘ S
. | - . B

-

.

- and teaching success. . 'z . S - o
ve'cabulary, wrlt- Lot

:ﬂ.ndicaters of teach:.ng success.”. * e
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Cods g
:.. ter¥a to define, measure, and’ evaluate.. Also,. within
~*-the

e,

The ‘consensus of the research flndings suggested

tant factor in teaching’ success, however,'"personality"

1180 the ‘most difficult of the selection eri= . .

iterion of "personality," the research evidence

.." suggests that those -aspects of the ‘personality which

. ;ﬂgappear to be the best predictors of teaching succes

are also the very ones whtch.are most difficult to-

AlthOUgh the research eyIdeHCe dxd‘nnt indicate that

' measure or ascertaim. . . ,//

. sex is-a determining factor in teacher success; it is

T2 —_r._ v

. ‘cotisidered to be .a good practice to. keep a.s.faculty

_ I T I DT ——

;- balanced in terms; of- the number of male, and female
'v’teacherSa"

B -
L

T Recruitment Phase Giiidélinés o

A, Guldeiines Excerpted frdm W. A D1ekager.~‘

-

o 7:, ?é. 1 : PRQGEBURES FOR SELECTIGN

ia

"Job descrxptIons and job specifications appear o

" be extremely valuable procedures in selection of teachers{_:

The research evidence suggested that Job descrxpttons be

" used ‘to define the nature of ‘the job position and that

job speclflcatlons be used: to define ‘the. qgaixties T,

characteristics needed by the 1ndiv1dual who w111 fIii

;1.therjob position.,
B The research evidence has demonstrated that a recruit-' :

;‘preferably in written form. Applicants should be: re-

cruited from as many sources as possible. After locating N
* - prospective candidates, aggressive-action- should be taken

when inducing or persuading the ‘prospective. applicant to -

. seék employment activity.. Recruitment’ procedures need to -

‘be ‘carried on throughout - the school year on a continuous

basis. There appears to be a substantial need in this -

" area for. research ‘that would correlate specific recruitf‘

- ment practlces WIth 1ater evainattons of good or bad

' teaching ,
" The research findings showed that the appiication form )

- is the most commorly used procedure for collecting infor-

mation on teacher applicants: The applicatxon form shouid

" ‘be designed to fit the nieeds of the local school system ..

"and may - legally elicit any 1nformatlon except that whxch

1s ‘related to .race or religion..
The research .suggested ‘that references,and recommenda-

E tions shaild be used as a selection procedure, but with

_caution.: The.available evidence. showed that using "guid
Tines" and "rating scales" in writing recommendations )

.. improves the validity and reliability of -the references

' tto a substanttai degree. Formal training of the selection

.that. the, personality of -the teacher is the most. Impor_ o T

e

L JL A

R ¥ .




T officials who read letters of reference or recommenda— .
~ tion also increases the yalue of this instrument. (p. 21)
. _The research findings related to interviewing..._
sgggor@r@hetﬁpiiow1ng...(a) The inmterview is a widely -
.used teacher selection procedure beln% used’ by . 99.9. per—
b

~ . ' cent of :the nation’ school systéms
. | needs to define the purpose, structure, technigue, gnd-

length ofthe interview which:he proposes to use; “{c)
Interviewers need to be properly trained: A recom- -

- recording devices.  (d): The use of a model or stimuli

““* " mended. training program utilizes audio and visual -

‘eliéits a greater amount of information from the. 1nter- :
view.. - Baged orn the" research evidence reviewed, it
ppears that the 1n$erv1ew,1s a valuable procedure...

)

h& ?écahdidate is a strongly recommended procedurefbut gel= -'7"':;&%

Y 'dom used..s .
‘ The ev1dence showed that 1tten exams are nDt

Wldely used... .-. L .

-~ The information ‘and data collected...shculd Yo~ Ji.
evaluated as objectrveiy ‘ag possible. Devices. such

‘as, "qualification profiles" and "rating scales" help = -

gt IR T & -

- - convert the information and data to graphic or numer-

'\'ﬂﬁ ical illustrations. 4 groupggr_commiptee::.y;;; pro—

‘ ‘vide evaluations -of greater’ valldity“agd reliability ..
© . ‘than if only one 1nd1v1dual is respon51ble for the
_total evaluation.

.~ Eligibility lists, either ranked or unranked, pro- -
.v1de a systematlc method of recording information

. concerning potential candidates. -The research find-
“.ings suggested that the legal aspécts...need to. be

. - adhered to." (pp. 191-195) _
. Be Guideiines Excerpted,from ﬁiiﬁon M. Mandell.

SQURCES GF INFGRMATION EDR SELECTIbN

"Thefagp;;cation biank

The interview.
Tests: general mbeﬂ:rgence, knowi:edge, apt:.tude,

- performance, "interests, and personaixty., o
Reference’ checking SRR
' Physical exam. R ‘
_ Follow=up .before Completlon of condztionai empioy-;}v
ment period. . )
Appraisal during training.
Evaluation durlng temporary or part-tlme empioyb
ment.
' Special work a551gnments.,
Credit and police record checks. : T
Appralsal of jdb performance and potentlal.“

-

- w
FE )

- - o - o R
. . 7 .

;- The research...éhow d'that\observatlon of&atteacher cha

)-The interviewer .. .

Y




e 12

;q ~ ‘ . b n/ 8 i
wio B m PAT ANSWHS TO PRDEI'.EMS OF - SEI.ECTION S
EE T "The complex1§zﬁofijgys and nf human belngs defies - _ .
L "' . _those who seek easy, cheap, éiswers to the problems .f-, N
1-"of selection. Guccessful people im the same pos:Lt?c L
* are the product of a varlety of molds and are succ#ss— ¢
.g-ful for a- varlety of . reaso%s... " (ps 23) ': N L N
';'7- o GENERALPRD\TCIPLESOFRELIAELEMEI‘HODS : s
L f}-; o "En general, we can. have most confldence in our- -
T se}ecixén when we. see:the employee actually perform F
' .. the Job under circumstances wh1ch are as normal as -’ RN
_ possible. - ~ v e
Rk " Next and.almost eqnai in- vaiue_;s performance on . )
o #. ..d'Job, in the sime brganizational ‘environmen 5 that. el
_© - ig different only in degree frym the job to De filled. .
siconn. o iwar o -Performance tests which, tr 7 réepresent the 1mpor—
o ‘téiht demands. made by the.job, and which can be - T oo
- ' " objectively scored; probably are next in value; while . T - Toac
-/(. : ;_f'blographlca} information.blanks may be -nearly as good. RN
' .7 Tésts of specialized knowledge for professional jobs; © . - -
' S mand aptitude tests for...jobs w1th Iittle éﬁﬁﬁasms on oLl e
L lnterpersonal relatlons... . _ IR .
. Intelligence testsS... « ‘ ; . S
Cae E Interviews...will remain at the bottom asflgngias o N
7 untrained employees whoSe capaclty as 1nterv1ewers has . . /»
: ' ' " never been evaluated...v.-,,' : S / .
. ' sssrveference inquires, their virying quality e11m1- R oo
*nates...evaiuation of their general validity... .’ (p.,2h) T
- ! . /
- asseamxew TCHPOES .,
s T "Observation or t;me budget studies of actual acglvitles .
. Interviews with cugrenpﬁjgyiholders -
: -Questiomnaires. to. get information on. act1v1ty rele— o '
. vance, - importance, time spent and 1eve1 of. diffieuity i ' P
: Dairies o
©  Critical 1nc1dent reports to nge xnsxght :nto effec— . .
'-tivé behavior." (pp. 56—59) , _ T
o S JOB Dmcnmxon DATA NEEDS
-‘"Amount énd type of superv1510n recex#ed #

- o o Extent of responsibility - L .
ST ~"Need for (and opportunity to use) initiative ~ : o il
o | % Necessary background and knowledge L N &

- Degree to.which alertness is 1mportant ' B o s
- "Judgement factors -~ - L
 Level of dexterity caiied for
‘Standards of . accuracy
Tools and equipment used . T . : g
A - Production standards = - g . S 'S .
b "+ . - Working conditions ' E e L

Phy51ca1 demands" (p.‘ééja




2 ,A"What does. the employee do’ - A . : o o
-7// T - . " How does: he do it? ' R e
As . ' .. " .What is ‘the end product or the objectlve of the job° 5 L
.+ - i. . . What standards are used in evaluating performance?
Ve ‘. What quallties characterize the superv1sor and the :
‘employees in the work un1t°"'(p. 61) R 7 I

- CRITERIA FOR JOB ANNOUNCEMENTS
. oo “Keep the 1ength £6 -2 ‘minimum by’removlng non— - - AT .
v - . differentiating or Sverlapping items; items about- thlngs UL
3 o - post employment training would compensate for, items: . 7

- - that narrow appiicants too much, and iﬁems that‘are , _ .
" .. desirable but not necessary. B L
-~ Use three types oifigéiifxcatxons. ‘é};minators,~3 S T A
L ators ‘and- sel ;. and se;ebtofgiiﬁxﬁﬁgﬁ CREL G
.Consider qpalitles needed for advancement.i.b
- Include performance factors.. .. i b , R
: Malntain a balance between personal tralts, apptI-'
tudes, Jlearning ablllty and knowledge in stating ~ _
LT . desired qualities.. - . .
R ‘Mention speciallzed criterla with cautlon., ' <
© . Consider training possibilities.’ sl . A
' . .. Emphasize the organizational. env1ronment and R I 7R S
'v{ structure." (pp_ 91_95) . ) - A . LT

;CRITERIAFORAPPLICATIONFORMS L

(\\ )

o S '...shouid eixclt sufficient accurate 1nformatlon S IR
' B that the Ieast: 11ke1y apg licants can be eliminated by Tewo

%.,'_rev1ew1ng its contents, rithout additionai screenlng ~

and with a minimum of errors, while the same infor-

matlon can be ‘the-basis for fdrther evaluation of :those

_ T _tEE Tt T Z - -

°A! who survive- ...fewer people are w:iiing to lie by

‘errors of commission than by errors of omission.

‘Complete coverage ‘of the major categories of Infor-.'

'mation obtainable through ‘application forms will in- -

crease validity at every. selection stage:.salthoughs.+:': E

- a time consuming form introduced too early will dis- : . L
courage many. desirable: appllcants... " (pp.. i58—182) RS SR

INTERVIEW LIMITATIONS ’{ -

. "Intervfews as typically conducted result in exten= o
A sive inferences from limited data by people who often '
- are not qualified by experlence or training in this art.
. _e:sAn inherent weakness is its artificial settlng, away - _
from the w0rkpiace.ﬁ (p.,187) . 4 4 AR o

' DESIRARLE QH&ITIESVQIN‘I’ERVIEWERS Lo

v, ,.a thorough knowledge of the jobs for which ﬁe 1sv,.

1nterv1ew1ng, a knowledge best derived from expertence B




| with people similar
| being interviewed. o R

e

/1n performlng or supervisxng the work or..:from analyzing.

‘the job and the background of %hose who have done well

and poorly on it. ’ - ;
« Col ﬁlooded objectxv:ty'isfa more approprlate attl—

tude ‘the interviewer when ‘he starts to analyze.

results, although he needs warmth to establish a qnlci

{ lrelationship with the applicant: . Those who tend toward

‘lobjectivity and.think critically, systematically, and

Cel 'analytlcally are the most likely to be successful

.interviewers, although their critical:ability has to

bq masked by a non-critical attitude durlng the znterview; B

Those, who associate with _and have experience with
people who hate a variety of backgrounds and- charac- T
 teristics are 1ikely to_be good interviewens..;c. :

For -sdme. professional and admlnistratlve p051tlons,
-‘high-level Inteiixgence...ln the 1nterviewer 15 essen= '

Ctiali el . L R

An 1nterv;§y§riggeds recent exten51ve acqualntance
age and occupation to those

An interviewer with experience is better than one

vwithout, assuming the quality of hIs performance has

‘been satisfactory.

_Overtalkative people make poor Interv:ewers.;

Qplnlonated people make poor 1nterv1ewers’" (pp. 189—190)
' WAYS OF IMPRDVING ‘INTERVIEWING METHDDS *\.

Cd 3
-2 . Y

'2'_ InterVIew." (p. 193)

TYPES éF'INTERVIEws

"Prellmxnary: Hsuaiiy three to five mlnutes in dura—

‘k tlon, -aimed at seeing if further interviews or evalla=
‘tiom, . testlngl etce is worthﬁhile. These are a: poor

screenlng device:

Job, ‘and’ Prop;gg'ggestxon. The candidate is asked
questlons relevant to job duties and situations. _The

|\advantage is content relation. -:The disadvantage is

.that it ericourages overlooking personality factors.

Stress: Interruptions, criticisms; long-.silences

: after carididate answers, and other devices are used

‘o induce stress. The devices shouid be empioyed

'nay not be related to behavior under "real" stress..

~ Quring the middle of an interview, - The technique

Background Information Interviewst The emphasis

- s on learning what experiences he has faced and ‘what

'he has done in these situations, as the best indica- -~

.. for .of what he will do.'  ...The method demands.a more

mature understandihg of human béhavior and development...-

s (.

- K

;4)‘.

e




.

_ibecause 1t empha51zes an analytlcal rather xhar-.;' .t ;

impressionistic evaluatlon ‘of the extenSlve materxal T
that is obtained. é{éé'” L
: Blseussion: This type 1s szmllar to‘%he background_.u?; o

is not systematic or. cemprehen31ve, no set questlons

are asked, and the empha515'1s on analy51s of impres— ..

sions, not facts: :..if may fail to cover 31gni£1cant 9::

.. portions of the applicants. background: -

Group Oral Performance! A group. of appllcants are

. seen at one time;:;and interact With.each othgr...This

“provides an approximation of some_actual job situations.. . . "

: conjunctlon with. ag 1nd1v1dual 1nterv1ew." (pp. 193;201)

,Hproceeded very far; contlnulng to ask questlons but no

o

Such an interview has the advantages of a ionger Co el '1£ ?*'5 

observation period per individual, that raters’ inter-.. .

comparison of candidates and that it produces more’

.‘actions do not interfere, that it provides-a. direct

spantaneous. thus more - chara¢teristic behavior. The . T
1€ o Ly

. weakness are that :raters may be misled by the general S

quality of the grouﬁ ‘This type should be uged in.-» o

AFT PREPARATION FOR INTERVIEWING -

'"Ghoosxng the approprlate types of 1nterv1ews. ;
- Plotting the areay to be covered on the basis of S
a thorough study of the job requlrements.‘ T TR

Toan . . °
T L

' DeteimInIng the number of interviewers and,” if more .

T - _ & I

interview as a panel or separately.

‘Reviewing.all the irformation available on each can~. fft: L

didate in.advarce. so that factors need:ng emphasas can

| than ofie, determining whether they w1ii conduct the RN

- be predetermined: , ° e .

_ Deciding on the admlnlstratlve arrangements, Inciuding

the place to hold the 1nterv1ew and 1?9 approx:mate 1ength #

- (p. 201.)

. -e
L4

. mmv:mms’mc&:s . e

“w

"I;‘"':;”” in sheer dlscourtesy -and rudeness... . e

Jumping to conclusions before-the interviewhas - - . .«
IBﬁééf listening. B SR

Mechanically asking every appllcant the same, questlons ' Lo

‘and not- following up his answers.

~Accepting what is said at face vaiﬁe w1thout problng . BT

&l

to determine its meaning or accuracy. . SRR RS
Leaving unexplored gaps in the appliéénts' work and ST

educatlonai “histary. -~ _ .-

- Allowing Eﬁé appi:cant td gulde and’ take over the Ly
interviews - a
" Asking leadlng qnestxone and hinting at the de51red

answers. ... ,
;o ! Y

~—— Being 'too shy to ask qnestlons about family and

nork adjustment problems._

v

ps\
P |
-



"

3 ; : : iding on memory, not notes, for r memberlng 1mpor—
... " . tant facts (or taking too many rotes).

L -~ . . Feeling sorry for the éppllcant and '”shlng in to
= / ask other questions when he hesitates (pr attemptlng to
oL - * counsel him). , - :
L1 " .7 4 Failing to ask those guestions. tha would call £orth o R

Sy o . revealing answérs or wording such queptions poorly. == | - " o

';t"f . R ' Appearing 'to be so critical or coyd that the appii—

‘cant/ “clams" up instead of opening up. - v SR

;.s‘h_l,‘ o ‘Expecting the applicant to "sell" himself when the . .

organIzatlons' needs may be greater than his.

Faillng to observe such non-verbal clues-as nervous"

‘ngestures, yoice changes, ‘and obvious hesitation and

) to relate these clues to the. subject being discussed:" .
(pp. 22-213) T e

’fiEf . C. Guidellnes Excerpted from Interna"Revenue Serv1ce., e e

_ l 'Uh R . .";-\
. REVIEWING JOB REQUIREMENTS AND--ESTABLI NG SELECTION CRI@MA
e f-j, "Job requirements 1nclude such categories as:: (1) Rnowh - “3@>?*“
S . dedge: (such as the knowledge of training. méthodologies) ; /r'v .
- -{2) skills ésuch as the skill .jn developing performance .
. ‘meagures); (3) abilities (suchlas the ability to S

o ' coordinate programs); (%) personal characteristics (such

n

s ..+ as the characteristic of Independende)

'..f ,. - . The product of your review should be 4 1ist of those.

K job equirement s that describe & superior, employees:s o

e 1s the-base data upon which the selection criteria

v . [P Sy

o o developed. * You - may find it heipful to arrange the | }

Job requirements into broad categories: (1) general
- abilities—abilities generally considered basic to-
all training positions,. e.g., the ability to work
: ST . independently; training and learning specialist abili-
L T " ties—abilities directly’ related to training or learnlng
' T process; e.g.,. the abidty to instruct; (3) program '
" manageiient, admiristration and consultation abilities—
abilities related to the mature and scope of the ‘
'program responsibilities. of the posltion and the
‘nature of work: relatlonshlps, e.g., management of course
development activities. . _
. % You'must decide which of those listed will be eri-
- *.,‘;' tical im the selection process. - ...you might ask the
e < following questions.s. . (1) Is it reasonable to .
R - expect candidates to possess this ability considering
a : ' ~the grade level of the pésition? '(2) Is the ability
R . 80 elementary that it is highly probable that all can~
ER "dxdates will possess it or can.easily acquire it once _ :
: g selected?  (3) is it highly probable that the best - : ]

" candidate will still be selected if this ablllty is

1

- ignored in the selection process?

As a general rute you shouid WIrte fxve to ten ,
crlterla." (pp. "6-7) . . =

Y
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a2

; "Behav10ra1 1ndicators should be written for each

selectlon crlterlon. Beﬁhv1oral indicators are state- -

" ment5. of specific, ebservable, behaviorg that candidates = -
. ﬁho meet a selection erlterien arer%%ggggAto,ethbxt L

~ The speclf.catlon ‘of "action verbs" is the key to :
‘a behavioral. indicator. For example,,for a knowledge_-

crIterxxn- defines, ‘describes, identifies, lists, or

outlines.  Por an evaluation criterion; appraises, com-

——— — PR a—

pares, concludes, ‘contrasts; criticizes; describes,

-&Iscrxmxnates, justtftes, 1nterprets, or supports." (pp. 8r9)
SEI:EchNG m'rfﬂmzw TECHNIQUES -

S

[

"The techniqges art dicﬁatedrby the,seiectlon crlterla"

and their behavipral indicatorss For example; for a:know- -
ledge: criterion with behav1ogal indicators as noted; dir- .

gct questions-such as "What is meant,by;;;?" will® suffice. -

For an evaluation. criterion. with behavioral indicators

as noted,. simulations such as "What would be your cri-

- tique of ‘these presentatlons°" are Qost appropriate:"

:l(pp.v10:12) o . S '\\1

N KL
20 - :
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- : ‘ Evaipation Phase Guideilneszi'ﬁ::t‘ .qu.-';

Guidellnes Excerpted from Mandeii, The,SeIectlon Proceser VJ:

-

- Evaluatlon reqplres not only understand:ng the

" applicant but alsc relating this understanding to the

needs of the-organization, comparing applicants who -
are. dlstlnctly different, .and then predicting ‘the

behav1or of a stranger...over ‘a future whose pharacténnw ;

1st1cs can be only. dinly seen.~ - o
' EVAI.UATION GUIDELINES '

) o

15 the- candidate st:tiﬂ: growing?: Has He reached his .j_ SRR

peak? Or is he-on the way down? .- <

Sy Are 'the reasons .for. hlS past successes or fallures

still retevant?  <*

Are his abilities, temperament, Interests, ‘and

. attitudes consistent with each other or in conflict? .

', Does he have personal.probiems that wxii affect his

-work performance?
Is his changing jobs a sign of growth or defeat¢

Are his reasons for leaving jobs cred:tabie and
””'able or unfavorable? ' v
thls organlzatlon the rlght one for h1m°

éan he control his. weaknessesa

—— Are his strengths related to the critical reqpire- co

ments of the job? )

If he displays contradlctlons, what are the most, - :
recent signs of the most relevant characteristics? ; o
What needs is he willing to strive and "dle" for° -

"Is'he honest?
Is his performance in the interv1ew sufflclently

superior to outweigh his poor show1ng when Jjudged.

by Sther selection methods and vice versa? What 1s”£he

known validity of these mebhods In this particuiar case? |

‘ (p- 252)

Reference checking is an exceilent adjunct to other

_ selection methods because it provides information on: -

behavior, not traits, and because the. behavior eval-
uated has heen observed in a natural, rather than an
artificial, situation. But ‘there are weaknesses:
' its lack of standardization and objectivity:
y the degree of similarity of the work situation. -
. < the-characteristics of those prov1d1ng the .
1nformatlon are.as directly reflected in their evalua—
“tion as in the behavior of those being evdluated. '
. . the relevance of reference information varies

considerably from applicant to appllcant.;(p. 255)

20
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